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Statement Lor YLl an gnd Tmace

1. PURPCSE AND SCOPE. To establish policies and procedures for
processing civilian and inmate payroll in FPI’s financial
managenent system

Federal Prison Industries’ (FPlI) civilian payroll is prepared by
the Departnent of Agriculture’ s National Finance Center (NFC)
based upon information submtted to it on the Personal Conputer
Time and Attendance Renote Entry System (PC-TARE) or the

repl acenent system the Systemfor Tine and Attendance Reporting
(STAR). The NFC makes bi-weekly salary paynents to FPlI enpl oyees
and posts financial data resulting fromthat disbursement to its
Department of Justice - Central Accounting Data Inquiry System
(DQJ- CADI) .

The FPI Central Ofice accesses this financial data, referred to
as Accounting Station Posting Media (ASPM, through NFC s DQJ-
CADI System Upon posting the cash transaction to the general

| edger, Central O fice staff then mail these ASPMs to each

| ocation’s Busi ness Manager who is responsible for allocating the
payrol |l expense for his or her respective location to the
appropri ate expense accounts and cost centers in FPI’s financial
managenment system

The Bureau’s Human Resource Manager provides instructions for
mai ntai ning Tinme and Attendance reporting as outlined in the
Human Resour ce Managenent Manual

The Associate Warden (AW I &E) or Superintendent of Industries
(SO) at each FPI |ocation has responsibility for enploying

i nmat es and sel ecting them for key positions, prem um pay
positions, and ot her specialized positions as nay becone

avai lable to inmate workers, after appropriate screening by the
Unit Team The Busi ness Manager or Plant Controller at each FP
field location is responsible for paying those inmate workers in
accord with the Program Statenment on FPI Wbrk Prograns for
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| nmates by preparing the nonthly inmate payroll using FPI’'s
| nmat e Payroll System (IPS).

This directive reflects nodifications in FPI’s payroll prograns
as a result of the inplenentation of the MIIenniumsystem
Anmong the nore significant changes are:

. Civilian payroll charges are now transferred to field
| ocations through the general |edger;

. Conti ngent annual |eave is no |longer transferred
bet ween | ocati ons throughout the year; and

. Institutions now bill FPI's Central Ofice agency
| ocation code for |ocal inmate payroll costs.

2. PROGRAM OBJECTI VES. The expected results of this program
are:

a. GCuvilian salary and inmate | abor rel ated expenses will be
recorded in the FPI general |edger pronptly and accurately.

b. Cvilian salary and inmate | abor rel ated expenses wll be
classified consistently for each FPI |ocation.

c. Inmate payroll will be calculated and prepared in
accordance wth current regul ations.

d. Guvilian and inmate payroll related entries wll be
recorded and reviewed using the appropriate transactions and
reports.

e. Ceneral |edger accounts affected by civilian and i nmate
payrolls that are plant specific will be supported by a
spreadsheet or other form of docunentation at FPI | ocations.

3. DI RECTI VES AFFECTED
a. Directive Rescinded
OM 050- 00 (8501) Payrol | Accounting Procedures (10/6/00)

b. Directives Referenced

PS 1600. 08 Cccupational Safety and Environnental Health
(8/16/99)
PS 3000. 02 Human Resource Managenent Manual (3/10/94)

PS 3451. 03 Awards Program Incentive Awards (5/10/94)
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PS 8000. 01 UNI COR Cor porate Policies and Procedures
Manual (5/31/81)
PS 8060. 03 FPI Factory Gai nsharing Award (3/11/99)
PS 8120. 02 FPI Wbrk Prograns for Inmates (7/15/99)
PS 8281.01 FPI Work Measurenment Program (6/1/95)

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4407

b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3- ALDF- 5A- 18

5. CIVILIAN TI ME AND ATTENDANCE (T&A) CLERKS. The AW I &E)/ SO
nmust select and notify civilian T&A clerks in witing at each FP
| ocation. These clerks will be provided with the payrol
instructions for the PC-TARE systemor the replacenent, STAR

Al T&A clerks and supervisors nmust conply with the instructions
and report accurately the tinme and attendance of all civilian
enpl oyees assigned in their area of responsibility, as outlined
in the Human Resour ce Managenent Manual

6. ClVILI AN PAYROLL ACCOUNTI NG CLASSI FI CATION CODE. The FP
civilian payroll accounting classification code is used to
determ ne the appropriate cost center to which an enpl oyee’s
salary is to be charged. It is also used by the NFC to group
i ndi vi dual salary charges by |ocation on the ASPM

a. Determning the Appropriate Accounting C assification Code.
The Busi ness Manager at each |location is to determ ne the
appropriate FPI civilian payroll accounting classification code,
as contained in the Financial Mnagenent Techni cal Reference
Manual , for each staff person at his or her location. Then, the
Busi ness Manager will provide a list to the appropriate T&A clerk
and to the | ocal Human Resource office containing each staff
person’s nanme, title, and accounting cl assification code.

This list is to be revised as enpl oyees transfer in and out of
FPI or as they are transferred between cost centers at the sane
| ocation. The T&A clerk is to use these codes when entering
payroll data into the PC TARE or STAR

b. Locations not having a |ocal Business Ofice are to be
directed by the Business Manager at the prine site to use an
accounting classification code that contains the prine |ocation’s
geogr aphi c | ocator.

c. The Business Manager is to review T&As periodically to
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ensure the correct accounting classification codes are being
used.

7. PROCESSI NG THE BI - WEEKLY CI VI LI AN PAYROLL

a. Cvilian Payroll|l Spreadsheet. For each pay period, the
Fi nanci al Manager in the Financial Managenent Branch (FMB) of
Central Ofice will direct staff to conplete a spreadsheet
detailing total payroll anounts by location. This spreadsheet
total nust agree with the total fromthe sunmary | evel ASPM | ess
anmounts wi thheld for staff housing.

This spreadsheet is to be sent via electronic mail to al
| ocations and supported by the detail |evel ASPMs sent to each
| ocation via express mail. The Busi ness Manager or his or her
desi gnee nust nake the appropriate entries into the financial
managenent systemw thin two days of receiving the ASPM

b. Recording Cvilian Payroll to the General Ledger. Upon
conpleting the payroll spreadsheet, the designated FMB staff in
Central Ofice are to record the transaction in the general
| edger, crediting the Operating Cash account and debiting the
Cvilian Sal aries, Special, Central Ofice Distribution account
(610150) and cost center (301 _XXXX) for each |ocation s anmount of
the payroll. The designated FMB staff in Central Ofice nust
ensure that the total anobunt charged to expense in the genera
| edger agrees with the total of the civilian payroll.

Upon receiving the spreadsheet and ASPM each location is to
apportion the payroll anobunts to the appropriate general |edger
accounts and cost centers, using the Post Docunent transaction
(FBO1). The field |location Business Manager nust notify FMB
imedi ately if the anount charged to his or her location’s
general | edger expense account does not agree with the
spreadsheet and/or their respective ASPM

c. Reconciling Cash. At the end of each nonth FMB's Cash
Managenent Section nmust reconcile the abstracts received fromthe
NFC with the civilian payroll spreadsheets and the corresponding
charges to the general |edger cash account for the nonth. |If
there are charges on the abstracts that cannot be identified, FMB
staff in Central Ofice are to research the charges and, if
necessary, contact the NFC for an expl anati on.

d. Month-end Accruals. At the end of each nonth, but no later
than the second work day of the new nonth, FMB and each FP
| ocation must create a journal entry for civilian wages accrued
but not paid. The accountant nust prepare a spreadsheet or other
docunent using the |atest ASPM as a base, or the accounts and
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respective amounts fromthe last civilian payroll |edger entry.

To conpute the accrual, the accountant is to multiply the base
rate by the nunber of days, hours, or pay period or part of a pay
period (i.e., 1.6 pay periods) remaining in the nonth for which a
general | edger transaction has not yet been processed. The
accrual is to be acconplished using the “Enter Accrual/Deferral
Doc.” transaction (FBSl1), crediting Accrual - Cvilian Pay
(222020) and debiting the appropriate expense accounts and cost
centers. The appropriate plant identifier nust be used.

Using the “General Ledger, Line Itens” transaction (F.51), the
Busi ness Manager or designee nust ensure that the supporting
spreadsheet or other docunent agrees with the end of nonth
general | edger balance for the Accrual - CGuvilian Pay liability
account. At the beginning of the new nonth, the Business Manager
or designee is to reverse the civilian pay accrual for the prior
nmont h, using the “Reverse Accrual” transaction (F.81).

8. STAFF HOUSE RENTAL DEDUCTI ONS. Any FPI enpl oyee occupyi ng
Bur eau housi ng nust have the appropriate anount of rental expense
deducted fromhis or her bi-weekly pay. Wen recording the
civilian payroll in the general |edger for each |location, the
designated FMB staff in Central Ofice nust debit the net anount
of each payroll to the appropriate expense account (610150), and
credit the Cash Qperating account. The affected |ocation’s

Busi ness Manager or designee is to debit the appropriate civilian
sal ary expense accounts for the gross anmount of the payroll and
credit the 610150 account for the balance in that account and the
O her Liabilities account for the anmount of the rental expense

wi t hhel d.

Affected locations are to remt house rental deductions nonthly
to the Bureau and debit the OQther Liabilities account via the
‘no- check’ voucher.

9. CIVILI AN PAY | NCENTI VE AWARDS. The Program St atenent on
Awar ds Prograns, |Incentive Awards and the Program Statenent on
Factory Gainsharing Award, FPlI establish the Incentive Awards
Program policy. These policies apply to all FPlI enpl oyees.

10. ACCRUI NG CONTI NGENT ANNUAL LEAVE. At the end of the fiscal
year the Busi ness Manager or designee at each field |location and
FMB Central Ofice is to accrue the total dollar val ue of annual
| eave and conpensatory tine accunul ated but not taken by that

| ocation’s enployees. (The accrual includes conpensatory tine
because enpl oyees who have unused conpensatory tine to their
credit at the time of transfer or separation are to be paid for
that tine.)
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a. The accountant nust determ ne the anount of contingent
annual | eave to accrue per enpl oyee by preparing a spreadsheet
cont ai ni ng the nunber of hours of accrued annual |eave to carry
forward nultiplied by an hourly rate conputed fromthe | atest
ASPM  These anounts are then conpared to the anmounts currently
accrued per enployee to determ ne the proper adjustnents.

The total anobunt of the adjustnments is to be debited or
credited to the liability account, Contingent Annual Leave
(261000), with a Plant Identifier. The corresponding entry is to
be made to Contingent Annual Leave expense (610700) by
appropriate cost center. The accrual is to be made using the
“G L Account Posting” transaction (FB50) or other appropriate
transacti on.

The Busi ness Manager is to nmaintain the spreadsheet containing
the hours and anmount of annual |eave for each staff person as a
subsidiary | edger supporting the liability account. Using the
“CGeneral Ledger, Line Itens” transaction (F.51) or other
appropriate transaction, the Business Manager or designee nust
ensure that the supporting spreadsheet agrees with the end of
year general |edger balance for the Contingent Annual Leave
lT1ability account.

b. It is not necessary to redistribute contingent annual | eave
anounts during the year when an enpl oyee transfers to another FP
| ocation. The receiving factory will make any necessary year end
adj ustnents for the enployee’s annual |eave to the Contingent
Annual Leave expense account (610700) using the receiving
factory’'s cost center. At year end, the losing factory wll
establish its Contingent Annual Leave bal ance by not i ncl udi ng
the departed enployee in its valuation

c. Wen an enpl oyee retires or otherw se separates fromthe
Bureau, the Contingent Annual Leave liability account is to be
reduced by the anount of the annual |eave settlenent as it
appears on the ASPM Any variances in the liability account
caused by this entry will be rectified when annual | eave bal ances
are re-conputed at year end.

11. I NVATE PAY. Inmate worker personnel matters are governed by
the Program Statenent on FPI Work Prograns for Inmates. That
policy outlines procedures for recruitnment, hiring, work
standards, and matters concerning pay and benefits. The FP

| nmat e Payroll System (IPS) is designed to process payroll in
accord with that PS requirenents.
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12. GRADI NG | NVATE JOBS. All inmate positions within FPI are to
be supported by a Job Grading Sheet (FPI Form 82) and Job
Schedul e (FPI Form 83).

a. Inmate Job Grading Sheet. |Inmate pay is based upon the
grade of the job perforned. The grade is determ ned and
justified using the FPI Form 82 or other Product Support Center
(PSC) approved substitute. This formis used to determ ne
categories for the duties covered by an individual position and
to determine a pay grade rating for that position.

Categories of duties are matched with actual job duties. The
grade is determ ned using the nuneric weights assigned to each
category of duties. The job and its rating then becone a part of
the FPI factory' s pay grade structure for payroll purposes.

. The classification nethod is based on the Dictionary of
Cccupational Titles (DOT) published by the U S
Departnent of Labor. The DOT is available fromthe
Superintendent of Docunments, U.S. Governnent Printing
O fice, Washington DC and is al so avail able on the
Internet. In all cases, the appropriate nine digit DOT
code is to be reported along with the DOT job title.

. The civilian foreman who is directly responsible for
the job’s performance, also is responsible for
preparing the FPI Form 82. The Factory Manager or
support manager (e.g., Quality Assurance Manager) is to
approve all FPI Form 82s within his or her departnent.

b. Inmate Job Schedule. The FPI Form 83 (or PSC approved
substitute) displays the grade structure and | evel of inmate
enpl oynent for each FPI factory. This formlists all current
jobs, titles, and pay grades.

While the FPI Form 82 is concerned with the a single position's
structure, the FPI Form 83 is concerned with the conposite

structure of all positions. It is based upon FPI Form 82
informati on and provi des data on production area skill (grade)
needs.

The FPI Form 83 is conpiled by the factory or section nanager,
revi ewed and approved by the location's AWI &E)/ SO and Warden
and approved by the appropriate Corporate Staff Ofice (e.qg.,
Ceneral Manager). Each location is to submt an original and two
copies of the FPI Form 83 supported by the FPI Form 82.
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The Corporate or General Managenent O fice will return the
approved originals of the FPI Form 83 and a copy of the FPI Form
82 to the originating location, and will retain a copy for the
wor king fil es.

c. Business Ofice Inmate Positions. The gradi ng and
scheduling of inmate jobs in areas assigned to the FMB (Busi ness
O fice and Warehouse) are initiated by the Business Manager and
revi ewed and approved by the AWI &E)/ SO and the Warden. Further
FMB approval is not required.

d. Conpleting the Forms. The FPI Forns 82 and 83 are to be
filled out conpletely and checked to verify that the DOT titles
and codes used are recorded accurately on both fornms. Wen job
titles and codes are grouped by departnent or section, subtotals
for those units nust be shown.

Revi sed FPI Forns 82 and 83 are requi red whenever changes occur
in job titles and codes, grade structure, or the nunber of innate
positions. Revised forns are to be processed in the sane manner
as the original FPI Form 82 and 83. \When tenporary or energency
situations require, the total authorized conpl enment nay be
exceeded by 10 percent without referral to the General Manager.

e. OCyclic Review. The Program Statenment on FPI Work Prograns
for Inmates requires that a review of inmate worker positions be
conpleted prior to the annual Menorandum of Under standi ng ( MOU)
nmeeting and for any major product |ine change. To conply with
this requirenent, field locations are to submt the FPI Form 83
that is to support the MU to the respective General Manager for
approval prior to submtting the MOU. Due dates for submtting
the MOU are established in the FPI Operating Plan Devel opnent
Oper ati ons Menorandum publ i shed annual |l y.

13. | NVATE PI ECE RATE PAY. Factory Managers are to use the FP
Form 57, Labor Estimates/Tine Study, and the FPI Form 58,
Schedul e of Labor Rates, to devel op and support piece rates.
Once the rates are devel oped, they are to be schedul ed on the FP
Form 83, and considered effective after approval by the Warden,
General Manager and the PSC. Substitute fornms or spreadsheets
may be used in lieu of FPI Forms 57, 58 and 83 with the PSC s
approval .
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14. 1 NDI VI DUAL | NMATE PI ECE RATE WORKERS

a. Two factors determ ne the anount of paynent nmade to
i ndi vi dual piece rate workers. The first factor is the nunber of
units the individual piece rate worker produces. The second
factor is the rate of pay for each unit.

Exanple: During a specific nonth, a piece rate worker
produces 1,440 units with a predeterm ned piece
rate of eight cents per unit. The inmate worker's
nont hly pay would be $115.20. Assuming that the
inmate put in 150 working hours, his or her rate
of pay per hour would be approximately 77 cents an
hour .

b. Wile the hours worked are not necessary for determ ning an
inmate's nonthly pay check, those hours nust be maintained for
ot her payroll and control purposes. The nunber of hours provides
a basis for review ng and anal yzing the current individual piece
rate fornmul a’s reasonabl eness conpared with estimates or
st andar ds.

c. Al FPlI jobs under conparable pay systens with conparable
grade assignnents are to provide approxinmately the sanme
conpensation to inmates. The particular Product Goup or factory
i nvol ved should not be a determning factor in the paynent rate
made for conparabl e work.

15. I NVATE WAGE FUND -- GROUP PI ECE WORKERS. To determ ne pay
for inmate group piece workers, the avail able "wage fund" is
conputed by nmultiplying the units of production that the group
conpleted by the applicable rate or rates. The hours actually
worked in the 1st, 2nd, and 3rd grade jobs are to be increased by
150 percent, 100 percent, and 50 percent respectively and then
added to the hours worked in 4th grade jobs to determ ne basic
hours. The total wage fund is divided by basic hours to
determ ne the hourly rate for 4th grade | obs.

Rates for other grade jobs are to be determ ned by increasing the
4t h grade rate by the sanme percentages identified above. Al

deci mal s beyond the fourth place are dropped and any renai ni ng
bal ance is added to the wage fund for the next period.

Exanpl e: A group of workers produce 840 units during the
month in 13,000 hours. The rate established
through tine study or estimate using the FPI Forns
57 and 58 is $10 per unit. The wage fund for the
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nonth is $8,400 (840 units tinmes 10). Hours

wor ked wer e:

1st grade - 2,000 hours; 2nd grade -

3,000 hours; 3rd grade - 2,000 hours; 4th grade -
6, 000 hours. Pay rates are determ ned as foll ows:
Step 1:
Job Act ual Hours % Added to Actual Hours
G ade Wor ked (see ex.) to Conpute Basic Hours
1st (2,000) + 150% (3, 000) = (5, 000)
2nd (3,000) + 100% (3, 000) = (6, 000)
3rd (2, 000) + 50% (1,000) = (3,000
4t h (6, 000) + None (0, 000) = (6,000)
Tot al : (13, 000) (20, 000)
Step 2:

4th grade rate = tota
- In above exanple, thi
basic hours = .42 (42)

wage fund divided by basic hours
s is $8,400 divided by 20,000
as 4th grade rate.

Step 3:
Job
G ade Hourly Rate/ G oup Wrker (see exanple)
1st 4t h grade rate plus 150%
(.42 + 150% of .42 = .42 + .63 = $1.05)
2nd 4t h grade rate plus 100%
(.42 + 100% of .42 = .42 + .42 = $0. 84)
3rd 4t h grade rate plus 50%
(.42 + 50% of .42 = .42 + .21 = $0.63)
4t h 4th grade rate plus 0%
(.42 + 0% of .42 = .42 + .00 = $0.42)]
a. |If sufficient work is not available to provide individual

and group piece workers hourly earnings equal to basic hourly

rates, the SO /AW I &E),

t hrough the Warden, may request authority

fromthe Assistant Director to change fromthe group piece plan
to an hourly pay plan.
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b. The wage fund may not be subsidized to bring wages up to
the basic hourly rate if sufficient work is avail able even though
i ndi vi dual and group piece work hourly earnings are |ess than
hourly workers in the sanme grade.

16. LI M TATION ON | NVATE Pl ECE RATE PAY PLANS. The Warden is
aut hori zed to set the incentive piece rates, based upon the
recommendations of the AWI &E)/ SO, PSC, and the appropriate
Ceneral Manager. Piece rates are to approximte the standard
hourly rate. Actual rates of pay will vary depending on the
skills of an individual but ordinarily are limted to no nore
than 20 percent above the standard rate.

a. The AWI&E)/SA must explain on the nonthly MOU reasons
incentive rates exceed the published maxi muns in any given nonth.
The explanation is to include:

1 t he nunber of inmates receiving wages in excess of 120
percent of standard pay,

the effective hourly rate of pay, and

t he reasons for the approval.

b. The local work nmeasurenent coordi nator nust review pay
rates exceeding 120 percent of the corresponding standard rate
for the job grade for nore than three consecutive nonths for
accuracy. The docunentation for the corresponding standard rate
must then be submtted for the approval of the Warden, PSC
Manager and appropriate General Manager if any of the foll ow ng
conditions are net:

! Over 25 percent of the inmates assigned to the
correspondi ng standard rate are entitled to a wage
exceedi ng 120 percent of the piece rate for the
correspondi ng standard rate.

Modi fications in equi pment or procedures occurred since
t he correspondi ng standard rate was established.

c. The Warden, PSC Manager, and CGeneral Manager are either to
approve or deny the request in witing and justify their action.
| f approved, the pay rate of the corresponding standard rate is
effective until any of the follow ng conditions are net:

! Over 25 percent of the inmates assigned to the
correspondi ng standard rate are entitled to a wage
exceedi ng 120 percent of the regular hourly wage.
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Modi fications in equi pnent or procedures occurred since
the establishnment of the correspondi ng standard rate.

One year has occurred since the Warden, PSC Manager and
appropriate General Manager approved the corresponding
standard rate.

d. The PSC nust review all pay rates exceeding 120 percent of
t he correspondi ng standard rates for nore than three consecutive
mont hs for accuracy annually and docunentation for the
correspondi ng standard rate nust be submtted for approval of the
War den, PSC Manager and appropriate General Manager.

17. | NVATE OVERTI ME COMPENSATION. Inmates are to be paid
overtinme pay at a rate of twice the hourly rate for hourly,

i ndi vi dual, and group piece workers when the total hours worked
(i ncluding adm ni strative pay) exceed the industrial operation's
regul arly schedul ed wor kday.

Exanpl e: An industrial operation has a schedul ed wor kday of
seven and one-half hours. The inmate's regularly
schedul ed wor kday consists of five hours. |If the
inmate works 10 hours, the inmate has earned two
and one-half hours of overtinme pay (hours worked
by the inmate m nus the industrial operation's
regul arly schedul ed workday). Note: The 10 hours
do not need to be continuous. The inmate, within
t he same wor kday, could have worked two shifts of
five hours each

a. Hours worked on days outside of the schedul ed wor kweek
(e.g., Saturday) nust be conpensated at the overtine rate.

b. For individual piece workers, overtine earnings are
determ ned by the anobunt of total piece work earnings for the day
di vided by the total nunber of hours worked that day. This rate
is then multiplied by the nunber of hours worked during the
overtime period to get the total overtinme prem umwages. The
prem um portion of overtine is then added to the total of units
produced during the overtinme nultiplied by the rate.

Exanpl e: Assunme a schedul ed workday of 7 hours in this
exanple. The inmate works 10 hours (3 hours
overtinme) conpleting 70 units at .10 per unit; 20
of the units were conpleted during overtine.
Overtine wages woul d be determ ned as foll ows:
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Step 1:

Total Units (70) x Rate Per
Unit (.10)
Nunber of Hours Worked (10)

Average Hourly Rate (.70)

Step 2:

Average Hourly Wage (.70)
X Overtine Hours (3) = Overtine Prem um ($2. 10)

Step 3:

Units during Overtinme (20)
X rate (.10) = $2.00 Total Overtine Pay = $2.10 + 2.00 = $4.10

c. An inmate worker on a standard pay plan during the regular
wor kday who wor ks overtine under an individual incentive pay plan
must receive piece work earnings plus the inmate standard hourly
wage for the overtinme period.

d. Overtine for workers in a group piece plan is added to the
wage fund after conputing the base rate for each grade. This is
to ensure that the anmount of overtine paid to one individual wll
not in any way affect the basic hourly rate of the other workers.

18. | NVATE LONGEVI TY PAY. An inmate earns an additional hourly
pay all owance for |ongevity of FPI work service as specified

bel ow. For longevity pay purposes, a nonth includes any part of
a nonth in which an inmate is in FPl work status.

Length of Service Longevity Pay Per Hour
after 18 nont hs 10 cents
after 30 nonths 15 cents
after 42 nonths 20 cents
after 60 nont hs 25 cents
after 84 nonths 30 cents
Exanpl e: An inmate with |l ength of service of 19 nonths and

earning $1. 15 per hour. Overtinme pay for this
i nmat e woul d be conputed as follows: two tines the



PS 8570. 01
6/ 25/ 2001
Page 14

hourly rate (2 x $1.15 = $2.30), then add the ten
cents longevity pay for a total wage of $2.40 per
hour .

Longevity pay is classified as indirect pay and may not conme out
of a wage fund. This pay is to be charged to the Indirect Labor;
| nmat e account (611500).

19. | NMATE VACATI ON PAY
a. Vacation credit earned per nonth is determ ned by whet her

the inmate is a full-time or part-tinme worker and the nunber of
mont hs service the i nmate has achieved in FPI work status.

First Year Subsequent Years
Full-time 1/ 2 day per nonth 1 day per nonth
Part-tinme 1/ 4 day per nonth 1/ 2 day per nonth

Vacation credit is conputed within IPS each nont h.

b. Wen an inmate takes and/or is paid for earned vacati on,
the total hours involved are nultiplied by the inmate's regul ar
hourly rate of conpensation, including |longevity pay, to arrive
at the conpensation payabl e.

c. Vacation pay is classified as indirect pay and may not cone
out of any wage fund. Actual pay is to be at the standard hourly
rate, plus longevity pay when applicable, for the grade the
i nmat e hol ds when the vacation is taken. Vacation pay is charged
to the Indirect Labor; Inmate account (611500).

20. | NMATE ACCI DENT COVPENSATION. In addition to Title 28 of

t he Code of Federal Regulations (28 CFR), information on the

| nmat e Acci dent Conpensation Programis contained in the bookl et
"I nmat e Acci dent Conpensation Procedures” given new i nmates upon
arrival at the institution, and in the Program Statenent on
Cccupational Safety and Environnental Health.

a. Inmate lost-time work injuries are contained on the Injury
Report (BP-140) and the Lost Tine Foll owup Report as submtted
by the Safety Departnment. The Busi ness Manager or designee is to
use this report to conpute inmate |ost-tine wages.

b. Lost-tinme wages paid to inmates for the period during which
they are nedically idle, hospitalized, or confined to quarters
due to work-related injuries are charged to the I nmate Acci dent
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Conpensati on account (612200). These expenses are to be charged
to the applicable operation and not to O her Expense.

c. To maintain control over paynent of |ost-tinme wages to
inmates transferred to a Medical Referral Center (MRC) for
treating a work-related injury, the follow ng actions nust be
t aken:

1 continue to accrue the inmate | ost-tine wages on the
payrol |l ; and

before initiating a paynent to the innmate, determ ne
nmont hl y, through tel ephonic or witten comuni cati on,
fromthe Medical Director at the MRC that the inmate is
still receiving treatnent for the work-related injury.

21. POST- RELEASE | NVATE ACCI DENT COWMPENSATI ON

a. The FMB Business Ofice nust expense any post-rel ease
definite or indefinite award of innmate accident conpensation nade
as aresult of a work-related injury during the nonth in which
the award i s determ ned.

b. Definite awards are a fixed anount and paid in a |lunp sum
The total award liability is to be established in the Accrued
Expenses account and charged to the Ot her Expense, |nmate
Acci dent Conpensati on account.

Payabl e i ndividual subsidiary records for each award are to be
mai nt ai ned, as necessary. Expenses are to be transferred
quarterly to the programresponsible for the award.

c. Indefinite awards are specific nonthly awards nmade up for
an indefinite period. The FMB Business Ofice nust pay the
charges nonthly as authorized by the Bureau, charging the O her
Expense, Acci dent Conpensati on account.

22. FUNDS DUE DECEASED | NVATES. If an inmate dies with such
nmoni es owed to himor her fromthe United States, paynent is not
aut hori zed except to a |legal representative of the estate or in
accord with the | aws of descent and distribution of the state of
domcile, there being no applicable federal |aw.

Such clains wll be settled when presented by a | egal
representative of the estate, or by the deceased inmate’s
relatives, showing their relationship and ot her necessary proof
that such arrears of conpensation are properly payable to them
The Field Ofice is to settle clains in accord with CG A-44008,
August 26, 1933, and 4 GAO 3500.
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23. PREPARATI ON OF | NMATE | NDUSTRI AL PAYROLL

a. Wages earned by innmates are to be conputed by Business
O fice personnel nmonthly not later than the second worki ng day
and forwarded to the Conm ssary Supervisor not |ater than the
fourth working day of each nonth follow ng the nonth in which
earned. Such funds may be disbursed only in accord with the
institution s rules.

b. The official door check sheet and other basic tine reports
as produced by I PS and approved by each factory constitute the
daily record of each inmate's tine. Only staff may handl e
origi nal door check sheets and piece rate reports.

c. Cvilian supervisors are responsible for conpleting and
submtting daily tinme and attendance data. Inmate clerks may
post daily time and attendance data and enpl oynment data into |PS;
however Business Ofice staff nust review and sign the Enpl oynent
Status, Labor Status, and Call-Qut Status Reports prior to
changi ng the Lockfile status to ‘Final.

d. After payroll has been conpl eted, the Business Manager or
desi gnee nust run a copy of the UNI COR Comm ssary Report. After
the AWI &)/ SO and an authorized certifying officer have
reviewed and signed the original copy, the data is to be
downl oaded to a diskette, which is to be hand-carried by a staff
menber to the Institution Business Ofice.

This constitutes their authority to debit and credit the
i ndi vi dual inmates’ personal accounts in the anmounts indicated.
The UNI COR Comm ssary Report constitutes the inmate payrol
voucher.

e. At the end of each nonth, but no later than the second work
day of the new nonth, each FPI location is to nmake a journa
entry for inmate wages accrued during the nonth but not paid.
The I PS Payroll Costs Report or other appropriate IPS reports are
to be used as supporting docunentation.

The accountant is to record the accrual using the “G L Account
Posting” transaction (FB50), the “Enter Accrual/Deferral Doc”
transaction (FBS1) or other appropriate transaction. The
accountant is to credit the Accrued Inmate Pay account (222010)
with the Plant Identifier and debit the appropriate general
| edger expense accounts and cost centers.
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Using the “General Ledger, Line Itens” transaction (F.51), the
Busi ness Manager or designee nmust ensure that the |IPS Payrol
Costs Report or other docunentation used for the accrual agrees
with the general |edger Accrued |Inmate Pay account.

f. After the inmate payroll has been accrued, staff in the
| ocal FPI Business Ofice are to enter a ‘ No Check’ voucher by
Pl ant (transaction FB60) into MIlenniumto debit the Accrued
| nmat e Pay account (222010) and credit the Accounts Payabl e Open
| tem Managenent account (211000) using the vendor nunber 1746.
Ref erence data is to include the nonth of the inmate payroll and
the location for which the payroll pertains. The total anount of
the invoice nust agree with the amount submtted to the |oca
institution for paynent to innmates.

| medi ately after posting the *No Check’ invoice, the field
| ocati on nmust place a paynent block type ‘L’ on the invoice.
Failure to do so will result in paynent runs processed before the
cash di sbursenent has actually taken pl ace.

g. Since Institution Business Ofices are to bill FPI’'s
Central O fice Agency Location Code (ALC) via the On-Line Paynent
and Col | ecti on(OPAC) systemfor inmate payroll, the FMB Busi ness
Manager or designee is to access the Governnment On-Line
Accounting Link System (GOALS) daily and forward all charges for
inmate pay to Central D sbursenents. Central D sbursenents staff
are to access the appropriate vendor account and unbl ock al
i nvoi ces for which an OPAC charge was received and post a ‘ No
Check’ paynent run for vendor 1746.

24. | NMATE FINAL WAGE. Bureau policy is to pay inmates upon
rel ease any funds due them when they | eave the institution,
either in cash or by check. Funds are to be given to them or
forwarded i nmedi ately so inmates can receive it at their
destination. Since this occurs before the nonthly payroll is
conplete, it becones necessary to determ ne the anpbunt of wages
due the inmate for the current nonth.

This determnation is to be furnished upon institutional
officials’ request by noon of the day prior to the departure day.
The final wage statenent is to be in witing, signed by the

Busi ness Manager or designee, show ng the industrial earnings
anmount for the current nonth to the date of rel ease, plus any
earned vacation pay. It is also essential that there be no

di fference between the anount thus determ ned and the final
anount of conpensati on.
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Wages for an inmate who works on hourly or individual piece work
is easily calculated. G oup piece wirkers are paid the standard
hourly rate for the grade. The standard hourly rate wll be
applied to the total hours worked with applicable |ongevity and
overtinme prem um pay added to the total thus determ ned.

The total of such advance standard hourly pay to rel eased group
pi ece workers nust be deducted, exclusive of |ongevity and
overtime prem um pay, both as to hours and noney, fromthe group
pi ece wage fund for the nonth. This ensures that the
predeterm nati on anount will be the amount actually included in
the payroll as conpensation paid to the rel eased i nmate.

25. REVI EW NG CI VI LI AN SALARY AND | NMATE LABOR RELATED EXPENSES.
After all civilian and i nmate payroll disbursenents and accrual s
for the nonth have been recorded, the Busi ness Manager or

desi gnee at each location nust print and review by | ocation the
report of expenses (S ALR 87013611) or other equivalent report.
Each cost center and elenent is to be reviewed for

reasonabl eness; any errors are to be corrected. This review nust
be conpl eted before the nonthly close out is done.

As evidence that the review took place, the Business Manager or
designee is to sign the report and maintain it on file for two
years or until the next audit or Program Review, whichever is

| onger.

Kat hl een Hawk Sawyer
Director



